
DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. , / ^
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Agency
Hagerstown

Division/Unit
Community Service/Planning

Item No Description Retention

1 Economic Development files
-contains but not limited to: contracts, correspondence,
agreements of purchase and sale, drawings

Planning commission annual reports and bylaws

General files
-contains but not limited to: preservation week, awards, ADA,
building and street photos, correspondence, historical site
inventory forms, nomination forms, surveys, drawings,
Hagerstown landmarks

Planning commission meeting minutes

Destroy material having no
further legal, Administrative or
Operational value.

Permanent. Transfer
periodically to the MD State
Archives

Destroy material having no
further legal, Administrative,
Fiscal or Operational value.

Permanent. Transfer
periodically to the MD State
Archives

Approved by Department, Agency or Division Representative

Date / /

Signature
/

Type Name GeorgiAnn N. Breichner

Title C i t y C l e r k

Schedule Authorized by State Archivist

Date D ^ 3 1999

Signature



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

5

6

7

8

9

10

(CONTINUATION SHEET)

Description

Subdivisions: correspondence, plats, site drawings, copies of
deeds, perpetual easements

Note: Record copies of subdivision plats and deeds are
located with the Washington County Circuit Court.

Enterprise zone maps/highway maps/road maps: shows
central business district, outer enterprise zone, planned
business parks, census local review maps

Rezoning hearings: rezoning time tables, plats, USPS
domestic return receipts, applications, minutes of hearing
before the mayor and city council, staff analysis,
correspondence

Parking: reports from the downtown parking strategy
committee, parking study recommendations, parking
fees/fines, parking garage financing

Fiscal indicators: various fiscal reports that indicate financial
trends, revenues per capita

Correspondence sent to various property owners, law firms,
etc.

Schedule No. jArf* b *>^
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Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Retain until updated or
superseded, then destroy

Retain for three (3) years, then
destroy.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Item No

11

12

13 '

14

15

16

(CONTINUATION SHEET)

Description

City departments: general file with data concerning various
city departments, correspondence, newspaper articles,
memorandum of understanding between city and Washington
County commissioners, various fiscal schedules, mayor and
city council work sessions

Programs in conjunction with state of MD
-contains but not limited to: program open space, Dept. of
Natural Resources, unified planning work program, traffic
studies, ARC planning grants, MD Dept of the Environment,
General Assembly, correspondence, program reviews,
brochures, court decisions

City projects: correspondence, proposals for acquisition and
redevelopment of various properties, case studies, appraisal
reports, site plans, newspaper ads, engineering drawings,
request for proposals

Fiscal files
-contains but not limited to: budget, paid bills, purchase orders,
budget variance reports, payroll hours analysis, vehicle
accident reports, maps, brochures

Board of zoning appeals
-contains but not limited to: drawings, correspondence,
memorandum opinion and order, answer, order for appeal,
petition, public hearing announcement, newspaper ad, minutes,
facts, permit fee receipt

Street files: handwritten notes, correspondence, street maps,
photos, property violations, site drawings, application for sign
tag permit

Schedule No. / ^ ^ ^ » S ^

Page 3 of 5

Retention

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Retain until updated or
superseded, then destroy

Retain for three (3) years and
until all audit requirements have
been met, then destroy.

Permanent. Transfer
periodically to the Maryland
State Archives

Destroy material having no
further legal, Fiscal,
Administrative or Operational
value.



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No.

Page 4 of 5

17

18

19

20

21

22

23

24

Preservation Design District Committee (PDDC)
-contains but not limited to: correspondence, C3 sign/facade
grant application, proposal, photos, agenda and minutes

Site plans from various vendors to the city planning department,
correspondence, zoning site review checklist, development
review checklist

Misc federal government agency files
-contains but not limited to: forms, reports, correspondence,
questionnaires, HUD procedures and checklists

Planning dept ordinances: public hearings, minutes, ordinances,
amendments, adoption, board of zoning appeals

Misc forms/specifications relating to subdivision checklists,
construction drawing checklist, bound books, highway and
street standard specifications, letterhead

Capital improvement projects
-contains but not limited to: project description forms,
revenue/expenditure projects, correspondence

Easement agreements
-contains but not limited to: photos, resolutions,
correspondence, release of deed and agreement, identity
signage, site drawings, annexation agreements, plats, brochures

Annexation/flood plan management: annexation agreements for
sewer hookups, flood insurance study, floodplan regulations,
storm water management

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value

Retain until updated or
superseded, then destroy

Retain for fifty (50) years,
then destroy.

Permanent. Transfer
periodically to the MD State
Archives

Retain until updated or
superseded, then destroy

Retain until project is
complete plus ten (10) years
and until all audit
requirements have been
fulfilled, then destroy.

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value



DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No.
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Item
No.

Description Retention

25 Building permit fee receipt books - receipts for building
permits.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.



1. DEPARTMENT/AGENCY

DEFINITION • Records Series • A group of related records normally filed and used is i unit for reference is well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

INSTRUCTIONS - TYPE 0(7 PRINT A SEPARATE FORM FOR EACH NEW
REVISED BECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAO
PO BOX J75 • JE5SUP. MARYLANO 20794

AGENCY RECOROS INVENJORY

Page . Of

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documems/forms found,in Ihe Series Include !he purpose or (unction of ihs Series)

7. RECORD SERIE^-f ORMAT(S) 8. RECORO SERIESJJECUENCE

Alpnacelicai

C Numerical

a Chronological

a Geograohicai

a Clher (Soeoivi .

9. VOLUME
File Orawer(s)

0 Microfilm Real (Si
• Compuier lace ;s:
O Clher (Spe:;!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (:)
a Microfilm Ree! (si
a Computer Taoeis)
D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

o Weekly 0 Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s! 5 reguialion(s)

i: res n No

16. AUDIT REQUIREMENTS

D None a Slate Q Feoeral a Independent

17. IS AM INDEX SYSTEM USED7 (If yes. exciain cneily and

i:=-.v:ee any haraware/soilware)

18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/93)



/



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOIAE (OGS 55O-I|

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECOROS INVENJORY

Page ,

1. OEPARTMENT/AGENCY 2. DIVISIO 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and uied 33 i unit for reference as well aa retention and disposition purposes

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly describe Ihe lypes of informalion/documems/forms found in Ihe Series Include ihe purpose or (unction of Ihe Series)

7. RECOROSEfflES FORMAT'S)

l~ier Size a Micrctilm

a legal Size a Compuier "ace

a E'.und 8ook a Floppy Disk

a Aucio Tape 0 Video Tacs

O Oihef (Specify)

RECORD SERIES SEQUENCE

a Alpnaceticjj^

a^Numencal

O Chronologxal

• Geoqraohicai

a Clher (Soecnvi

9. VOLUME

File Orawer(s)

a Microfilm Reel (SI

a Compuier Tace ;s:

D Clher (Specify)

Number

10. ANNUAL ACCUMULATION

• File Orawer (si

a Moolilm Reel (s!

o Compuier Taoe(s)

• Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. ale law(s! 3 reguiation(s)

i: Yes • No

16. AUDIT REQUIREMENTS

o None Q Slate O Federal o Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. explain oneily and

i:--.-..-:ce any haroware/soilware)

18. RECOMMENDED RETENTION

C Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

CIS SJO••• =vsed 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED PECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEDUU (OGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT 0IVISION

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLANO 20794

AGENCY RECOROS INVENTORY

Page . Of

2. DIVISION

DEFINITION • Records Series • A group of related records normally filed and uied is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TC

6. RECORD SERIES DESCRIPTION ( Brielly desctifce ihe lypes of information/documenls/forms louna in Ihe Series Indues ihe purpose or funclion of Ihe Series!

7. RECORD S E « « FORMAT(S)

.«ler Size a Micrcnlm

a Lfrjal Size Q Compuler Tecs

D B'.und Book a Floppy Disk

a Audo Tape o Video Tacs

•e^Jihef (Specify) t

RECORD SERIES SEQUENCE

Xipnacelicai

G Numerical

a Chronologxal

n Geograohicai

a Clher (Speciivi .

9. VOLUME

File Orawer(s)

o Microfilm Reel (si

o Compuler Tace ;s:

a Glher (Spe=;!y)

Number

10. ANNUAL ACCUMULATION

a File Drawer ( j )

o Microfilm Reel (s!

D Compuler Taoeis)

D Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes D No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

a None a Slale D Federal o Independent

17. IS AM INDEX SYSTEM USED? |l( yes. explain cneily and

i:--.v:ee any harffivare/software)

18. RECOMMENDED RETENTION

:: 'es C MO

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

JJO-J ^vsea 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE

CRIPT

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documenis/forms found in Ihe Series Include ihe purpose or function of ihe Series!

7. RECORO S£BteSFORMAT(S|

^ler Size a Miaciilm

a L»5al Size a Compuier "ace

Q Evjnd Book a Floppy Disk

a Audio Tape a Video Tacs

a Citvef (Specify)

9. VOLUME
• File Drawer(s)
D Microfilm Reel (si
D Computer.Tace ;s:

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
a Microfilm Reel (si
a Comculer Tace(s)
a Other (Spsc:ly)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATIOrj(S) (Bldg. Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

i : Yes a No

16. AUDIT REQUIREMENTS

a None a Slaie • Federal o Independent

17. IS AH INDEX SYSTEM USED? (If yes. exciain Briefly and

i:--.v:ce any haroware/software)
18. RECOMMENDED RETENTION

'es C Mo

19. NAME AND TITLE OF PREPARES 20. TELEPHONE NUMBER 21. DATE

Cf.S 5J0-4 ^wised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUlE (OGS 550-1)

D E P A R T M E N T OF G E N E R ' A C . ' S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATEKIOO ROAD

PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page .

1. DEPARTMENT/AGENCY 2. DIVISIO 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposessposirj

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe the lypes of informalion/documents/forms lound in Ihe Series Include ine purpose or function of the Series! „

RMAT(S)

a Micrciiirn

a Computer "ace

a Floppy Disk

a Video Tacs

8. RECORO SERIES SEQUENCE

a Alpnacelicai

o Chronologxal

• Geograohicai

a Clher (Speciivi

9. VOLUME

File Orawer(s)

a Microfilm Reel isi

O Computer Tace ;s:

o Clher (Spe::!y]

Number

10. ANNUAL ACCUMULATION

a File Drawer (s)

o Microlilm Ree! (s!

o Comculer Taoeis)

a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Momh(s) o Year(s)
Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s! 5 reguiation(s)

1: Yes a No

16. AUDIT REQUIREMENTS

a None a Slate o Federal a Independent

17. IS AM INOEX SYSTEM USED? \\\ yes. exc:am criefly and

tt-.vBe any haroware/software)

18. RECOMMENDED RETENTION

c Mo
e>.

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOIAE I0GS 5501)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP. MARYWNO 20794

AGENCY RECOROS INVENTORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION/ 3. UNIT r-

DEFINITION • Records Series • A group of related records normally filed and used is > unit for reference as well as retention and dlsposiH/n purposessiU/n p

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bflefly dedtribe Ihe types of information/documems/forms lound in the Series InstOde ihe purpose or function ol the.ScrieiS
/

Instfjde th

T

7. RECORD SERIES FORMAT(S)

• iKter Size a Miaciilm

o Legal Size o Compuler "acs

• E'.und Book a Floppy Disk

a Audio Tape _ a Video Tace

her (Specify)"

RECORD SERIES SEQUENCE

a Alpnacelicai

C Numerical

o Chronological

n Geoqraohic3i

9. VOLUME
a File Orawer(s)
a MicroWm Reel
o Compujer Tace [v

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Reel (s!
o Comcuter Taoe(s)
o Olher (Specfy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly 3 Monthly a Monih(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S reguialion(s)

i: Yes - • No

16. AUDIT REQUIREMENTS

D None a State o Feaeral a Independent

17. IS AM INOEX SYSTEM USED7 ilf yes. exeiain onetly and

'•.=-. v:ce any haraware/soflware)

18. RECOMMENDED RETENTION

'es C Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 1 . DATE

C'iS S50-< 1/931





INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECORDS RETENTION
SCIIEOUIE |0GS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S

RECORDS MANAGEMENT OIVISION

7275 WATEKLOO ROAD

PO BOX 275 • JE3SUP. MARYIANO 20794

AGENCY RECOROS INVENTORY

Page . Of

1. OEPARTMEHT/AGENCY 2. OIVISION 3. UNIT

^DEFIN IT ION • Records Series • A group of related records normally filed and uied is i unit for reference as well as retention and disposition^ purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Bnefly describe the types of information/documents/forms found in Ihe Series Include ine purpose or function of the Series

7. RECORD SJjJJ£S"FORMAT(S)

a^Lrter Size O Micrciilm

o Legal Size o Computer 'ace

Q E'.und Book a Floppy Disk

a Audio Tape a Video Tacs

•O^Jihef (Specify)

8. RECORD SERIES SEQUENCE

O Alpnabelicai

'B**Numenc3l

a Chronologxal

a Geographical

a Cther (Speciivi

9. VOLUME

File Orawe!(sl

a Microfilm Reel (si

o Compuier Tacs [v.

" a Clher (Spsc;!y)

Number

10. ANNUAL ACCUMULATION

a File Orawer (Jl

a Microfilm Reel (s!

a Compuier Taceis)

o Olhsr (Specify)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly .a Momh(s) • Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

D Yes . . a No

16. ACCESS RESTRICTIONS (If yes. cile law(s) 5 reguialion(s)

i: Yes a No

16. AUOIT REQUIREMENTS

a None a Slate • Federal O Independent

17. IS All INOEX SYSTEM USED7 (If yes. explain crieily and

c-.v:ce any haroware/software)

18. RECOMMENDED RETENTION

'5S C MO

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

fiS iM-t »vsed 1/931



INSIRUC:iQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEOUIE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP. MARYUNO 20794

AGENCY RECORDS INVENJORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION, 3. UNIT

^'DEFINITION • Records Series • A group of related records normally filed and used is i unit for reference as well as retention and disposition purposes

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of information/documenls/forms found in Ihe Series Indues ihe purpose or funclion of Ihe Scries!

7. RECORO^f RIES FORMAT(S)

JB Lt;ler Size a Micrciilm

a Legal Size a Computer Tacs

a E'.und Book a Floppy Disk

a Auio Tape o Video Tacs

a Cttvef (Specify) '

RECORD SERIES SECJJ.ENCE

Alpnacslicai

G Numerical

a Chronologxal

a Geoqraohical

a Clher (Speoivi .

9. VOLUME
-lie Orawer(s)

a Microfilm Reel (si
o Computer Tgce (s:
a Clher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Drawer (s)
a Microfilm Res! (s!
a Computer Taoeis)
o Olhsr (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Momh(s) a Year(s)

Number

13. CURRENT LCLCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (II yes. specify agency or office

D Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S ceauialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate • Federal o Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. sxciain crisfly and

i:'-.vse any hardware/software)

18. RECOMMENDED RETENTION

C Mo

19. NAME ANO TITLE OF PREPARER

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

1/931



INSTRUCTIONS - TYPE OH PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECOROS RETENTION
SCHE0UIE I0GS 550-11

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO SOX 275 • JESSUP. MARYLANO 20794

AGENCY RECOROS INVENTORY

Page . Of

1. QEPARTMENTfAGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and used is a unit for reference aa well la retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly descrite Ihe lypes of infoimalion/documents/forms lound in Ihe Series Include ihe purpose or (uncliorvof Ihe Scries!

8. RECORD SERIES SEQUENCE

a Alpnaceticat

lumeiical

a Chronologxal

a Geograohicai

a Clher (Specivi .

9. VOLUME

M e Orawer(sl

a Microfilm Reel IS)

• Compuier race ;;:

a Clher (Spe::!y|

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Ree! (si

a Comculer Taoeis)

O Olhsr (Spscfy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monlhly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg . Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfics)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) S recuialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

D None a Slaie o Federal a Independent

17. IS Ail INDEX SYSTEM USED7 ilf yes. e.xc:ain oneily and

o-.v:ce any haraware/soflware)

18. RECOMMENDED RETENTION

•' ' s s C Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

f.S JfO-J ' v s e d t/931



INSTRUCTIONS - TYPE 0(1 PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOIAE |OGS 550-1)

DEPARTMENT OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT 0IVISION

7275 WATERLOO ROAO
PO BOX 275 • JE5SUP. MARYLAND 20794

AGENCY RECORDS IMVENJdRY

Page.

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

-*t -*"> . , '

S
DEFINITION • Records Series - A group of related records normally Filed ind used is i unit for reference a> well as retention and disposition purposes.

4. RECORD SERIES 5. EARLIEST YEAR / LATETEST YEAR

TC

eUyd6. RECORD SERIES DESCRIPTION ( BneUydescribe Ihe types of information/documents/forms found in Ihe Series Include Ihe purpose or function of the Scries!

/

7. RECORO SEftttS FORMAT(S)

-a^LKIer Size a Micrciilm

a Ltjal Size a Computer Tac°

a ecund 8ook a Floppy Disk

a Auio Tape a Video Tace

a CtNef (Specify)

8. RECORD SERIES SECUENCE

a Atpnabeticai

^''Numerical

a Chronological

• Geograohicai

a Clher (Soeaivi

9. VOLUME

File Orawer(s)

a Microfilm Reel (si

• Computer Tace ;s:

a Cmer (Spec:.'y)

Number

10. ANNUAL ACCUMULATION

a File Drawer (si

a Microfilm Reel (si

a Computer Taoe(s)

a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) O Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

D Yes o No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguialion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

D None a Slate a Feaeral o Independent

17. IS A H INDEX SYSTEM USED? (If yes. exciam orieily and

i:-—.v:ee any haroware/software)

Mo

18. RECOMMENDED RETENTION f^ £>

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

CIS SSO-* >^sed 1/931



INSTRUCTIONS - TYPE On PRINT A SEPARATE FORM FOR EACH NEW
REVISEO BECORO SERIES FORWARD WITH RECOROS RETENTION
SCHEOUU (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page.

1. DEPARTMENT/AGENCY 2. DIVISIO 3. UNIT

DEFINITION • Records Series • A group of relited records normilly filed and used is i unit for reference is well is retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO<

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documents/forms found in IHe Series Include ihe purpose or function ofin irfeiSe

7. RECORO SERIE>PORMAT(S)

.trier Size a Micrciilm

a Legal Size • Compuler Tace

o Ecund 8ook a Floppy Disk

a Audo Tape a Video Tace

o Oirvsf (Specify)

8. RECORD SERIE><EOUENCE

c Numerical

o Chronological

• Geographical

O Clher (Specn'vj

9. VOLUME
Re (Drawees)

a Microfilm Reel isi
a Computer Tacs ;$:
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
o Microfilm Reel (st
o Computer Taoeis)
D Other (Specify!

Number

11. FILE IS USED

• Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Momh(s) a Year(s)
Number

13. CURRENT LOCATION(S) (Fjldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE7 (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S teguialion(s)

i: res a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal O Independent

17. IS Ail INDEX SYSTEM USED7 (If yes. explain oneily and

o- .vce any harcware/software)
18. RECOMMENDED RETENTION

•• ' ss C Mo

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

f.S £50-4 =v«ed t/931



INSTRUCTIONS _ TYPE On PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORD SERIES FORWARO WITH RECORDS RETENTION
SCHEOIAE (DGS 55O-I|

O E P A F U M E N T O F G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page , Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group or related records normally filed and uted is a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE * / - V X ^ - . v — A Z Z L ^ ^ " <~~ / U 7 / % - , > 1 /i y , ? X / . ^ k 5 . EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe (he lypes of informalion/documents/forms found in the Series Include ihe purpose or (unction of the Scries)

J 5 ^

7. RECOROSCRIES FORMAT(S)

aLKter Size 0 Microfilm

a Legal Size a Computer Tace

Q E'.und 8ook a Floppy Disk

a Audio JatJe a_Video Tace

8. RECORD SERrfS SEQUENCE

G Numerical

O Chronologxal

• Geographical

a Clher (Speoivi

9. VOLUME

O

File Orawer(s)
D Microfilm Reel (Si
• Computer race is:
Q Clher (Specify)

Number

10. ANNUAL ACCUMULATION
D File Orawer (s)
a Microfilm Reel (si
D Comculer Taos(s)
a Olher (Specly)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

D Weekly • Monthly D Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfics)

O Yes D No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

o None a State 0 Federal a Independent

17. IS AM INDEX SYSTEM USED? (If yes. exc:ain orie/ly and

c - .v te any hara^are/soflware)
18. RECOMMENDED RETENTION

:: 'as u MO

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

CIS SJO-i I/93I



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUlE |0GS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAO
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECORDS INVEMJORY

Page. Of

1. DEPARTMENT/AGENCY 2. DIVISION> 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uied as a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORO SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function ol the Series!

t j h

7. RECORO SERIES,FORMAT(S)

Met Size O Microfilm

o legal Size a Compuler Tace

D E'.und Book a Floppy Disk

a Audio Tape a Video. Tace

•<ef (Specify)

8. RECORO SERIES-SEQUENCE

tTAIpnaceticai

G Numenc3l

o Chronologxal

• Geograohic3i

a Clher (Soeciiv)

'/££/

9. VOLUME
F!teOrawef(s)

a Microfilm Resl (si
• Compuler Tacs ,'s:
o Other (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
n Microfilm Reel (s!
D Comculer Taos(s)
a Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

0 Weekly • Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes o No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate D Feaeral a Independent

19. NAME AND TITLE OF PREPARER

17. IS AM INDEX SYSTEM USED7 (If yes. explain Briefly and
c-.v:ce any haroware/sortware)

:: 'as

18. RECOMMENDED RETENTION

COS 'JO-' ' v i e d t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUIE |DGS 550-1)

D E P A R T M E N T OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
PO BOX 275 • JE3SUP. MARYIANO 20734

AGENCY RECORDS INVENTORY

Page . Of

1. OEPARTMEHT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related records normally filed and uied as i unit for reference is well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of info/malion/documents/forms found in the Series Include iHe purpose or function of the Series!

RMAT(S) RECORD SERIESSfiltfENCE

*Alpnacelic3i

G Numencal

a Chronologxal

a Geograohicai

a Clher (Specify i .

9. VOLUME
File Orawer(s)

o Microfilm Reel (si
o Compuler race ;s:
Q Clher (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s)
• Microfilm Reel (s!
a Compuler Taoeis)
D Olhsr (Spsc:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes . a No

15. ACCESS RESTRICTIONS (If yes. ate law(s) S reguialion(s)

*•'• Y e s a No

16. AUDIT REQUIREMENTS

o None a Slate o Feaeral a Independent

17. IS All INDEX SYSTEM USED? |lf yes. sxc:am Briefly and

c-.-..-:ce any haraivare/software)
18. RECOMMENDED RETENTION

19. NAU£ AND TITLE OF PREPARER 20. TELEPHONE NUMBER

I/93I



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SOIEOUlE |0GS 550-1)

DEPARTMENT OF G E N E R A L S E R V I C E S
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROA0
PO BOX 275 - JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENJORY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

'DEFINITION • Records Series • A group of related records norm illy filed and uied is a unit for reference as well is retention and dlspofflToion purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

offnl ~TT6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes orinformalion/documems/forms found in Ihe Series Include ihe purpose or function of the Series)

fvr~

7. RECORD SERIE>fORMAT(S)

Ma Size o Micrchlm

a Legal Size a Ccmpuier "ace

a Evjnd Book a Floppy Disk

a Audo Tape a Video Tace

^ (Specify);

8. RECORD SERIES SEQUENCE

a Chronological

• Gaogiaohicai

a Clher I

9. VOLUME

o Microfilm Reel (si
a Compuier race ;s:
a Cmer (Specify)

Number

10. ANNUAL ACCUMULATION
a File Orawer (s I
O Microfilm Reel (s!
O Compuier Tapeis)
o Olhsr (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

o Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguation(s)

i: res a No

16. AUDIT REQUIREMENTS

D None a Slaie Q Feaeral o Independent

17. IS AM INDEX SYSTEM USED7 |lf yes. explain crieily ana

c-.-..-:ce any harcrvare/soflware)

18. RECOMMENOED RETENTION

19. NAME AND TITLE OF PREPARER

f.S 55OJ ^.yised 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUlE (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAD
PO BOX 275 • JESSUP. MARYLANO 20794

AGENCY RECOROS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION

Mi
3. UNIT

DEFINITION • Records Series - A group of related records normally filed ind used 33 a unit for reference as well as retention and disposition purposes.

4. RECORO SERIES TITLE

^ . yy<e<s
5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in the Series Include Ihe purpose or function of the Series!

7. RECORD SERIES^ORMAT(S)

.Kter Size a Microfilm

a Legal Size • Compuler Tace

Q E'.und 8ook a Floppy Disk

a Audio Tape a Video Taps

8. RECORO SERIES SEQUENCE

C Numerical

a Chronologxal

G Geograohical

a Clher (Soeoivi

9. VOLUME

/

! Orawer(s)
o Microfilm Reel isi
o Computer Tace ;s:
a Other (Specify)

Number

10. ANNUAL ACCUMULATION
• Pile Orawer (SI
a Microfilm Res! (si
a Computer Taoe(s)
D Other (Specfy!

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) I reguialion(s)

i: 'J'es a No

16. AUDIT REQUIREMENTS

a None a Slate o Feaeral a Independent

17. IS Ail INDEX SYSTEM USED7 |lf yes. excssin cne/ly ana

r.=-.v:ee any haro^are/software)

18. RECOMMENDED RETENTION

'=s C Mo

19. NAME AND TITLE OF PREPARER 20.

Retain for \ years and until all audit requirements
have been fulfilled, then destroy.

IS fSO-* =vsed 1/931



REVISED BECORO SERIES FORWARQ WITH RECORDS RETENTION
SCHE0U1E (CCS SSO-I]

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD

PO 8OX 275 • JEiSUP. MARYUVNO 20794 Page . Of

1. OEPARTMENTfAGENCY 2. DIVISION

DEFINITION • Records Series • A group of relited records normally filed and uied is i unit for reference as well is retention and disposition purposesdli'positj

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lyfes of informalion/documems/forms found in Ihe Series Include the purpose or function of the Scries!

^ l

a
7. RECORO SERIES FORMAT(S)

Kler Size O Micrciilm

C Legal Size Q Compuier "ace

a e-.und Book a Floppy Disk

a AuSo Tape a Video Tacs

RECORO SERIES SEQUENCE

a AlpnaceliC2i

Numerical

a Chronologxal

a Geograoh:c2i

a Clher (Soect'vi .

9. VOLUME

y
Number

Pile Orawer(s)

a Microfilm Reel isi

a Computer Tacs ;s:

a Other (Specify)

10. ANNUAL ACCUMULATION

a File Orawer (si

O Microfilm Res! (s!

a Comculer Tapsis)

a Other (Specify) _

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly a Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) I regulations)

i : Yes a No

16. AUOIT REQUIREMENTS

a None a Slaie Q Feoeral a Independent

U . IS Ail INDEX SYSTEM USED? (If yes. exciam crtsrly and

.v-.v:ce any haraware/software)

18. RECOMMENDED RETENTION

C MO

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C'">3 JH-J 1/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU IOCS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S

RECOROS MANAGEMENT (DIVISION

7375 WATERLOO ROAD

PO BOX 275 • JE3SUP. MARYLANO 20794

AGENCY RECORDS INVENTORY

Page . 01

1. DEPARTMENT/AGENCY 2. DIVISION, 3. UNIT

c

^DEFIN IT ION • Records Series • A group of related rscords normally riled and used as i unit for reference as well is retention and dlsposiJC^n purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe types of in(ormalion/documems/(orms found in Ihe Series Include Ihe purpose or (unction of Ihe Series!

TS

y

7. RECORO SERIES FORMAT(S)

,*:ter Size a Microfilm

a lesal Size • Computer "ace

Q Biund Book a Floppy Disk

a Video Tace

(Specify

a Aucto Tape

Hither (Spe

8. RECORO SERIES SEQUENCE

a Alpnacelicj

Numerical

a Chronological

• Geograohicai

a Clher (Specify) .

9. VOLUME

ile Orawer(s)

a Microfilm Reel isi

a Compuler Tace ;'s:

Clher (Specify)

Number

10. ANNUAL ACCUMULATION

O File Drawer (si

• Microfilm Reel (s!

o Comcuter Taos(s)

a Olher (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes . a No

15. ACCESS RESTRICTIONS (If yes. ale law(s) 5 teguialion(s)

i: '<es a No

16. AUDIT REQUIREMENTS

a None a Slate a Federal a Independent

17. IS AM INDEX SYSTEM USED7 ilf yes. exciain criefly and

i:--.v:ce any harcware/soilware)

18. RECOMMENDED RETENTION

'as C Mo

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMFrfR 21. DATE

C'".S 5J0-I



R6VISE0 RECORO SERIES FORWARO WITH RECOROS RETENTION

SCHEOIAE |OGS 550-11
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

?O BOX :75 . JE5SUP. MARYUNO 20794 Page , Of

1. OEPARTMEHT/AGENCY 2. 0IVIS1ON 3. UNIT,

^ D E F I N I T I O N • Records Series • A group of rolatad records normally filed and uiad as a unit for reference as well at retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

HEyDESCRIPTIONVcCi6. RECORD SERIE^SKDESCRIPTIONNJ/Bnelly describe Ihe lypes of informalion/documents/lorms found in Ihe Series Include ihe purpose or funclicn of iris Scries!

j

7. RECORO SERl£S-f6"RMAT(S)

o L K I e r Size O Micrciilm

o Legal Size • Compuler "ace

a Bund Book a Floppy Disk

a AuSo Tace a Video Tacs

a Other (Specify)

8. RECORD SERIES-SEQUENCE

O Numerical

a Chronological

• Geograohicai

a Clher (Soecivj

9. VOLUME

X

File Orawer(s)

0 Microfilm Reel (si

a Computer face Is:

a Other (Spec:!-/)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

O Microfilm Reel (si

a Camcuter Taoeis)

D Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) a Year(s|

Number

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) 5 regulations)

<•: res • No

16. AUDIT REQUIREMENTS

a None a Slate • Feaeral o Independent

19. NAME ANO TITLE OF PREPARER

17. IS AM. INOEX SYSTEM USED7 (If yes. excam cnsfly and

i'.!-.v:ee any haro^are/software)

18. RECOMMENDED RETENTION

1/931



REVISEO RECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOUlE |0GS 550-1)

RECOROS MANAGEMENT OIVISION

7:75 WATERLOO ROAO

PO BOX 275 • JE3SUP. MARYLANO 20794 Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series • A group of related record] normally filed and mod js i unit for reference is well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Brielly descrite ihe lypes of informahon/documents/forms founa in Ihe Series Include ihe purpose or function of Ihe Series!

7. RECORO SERIEUORMATIS)

Kter Size a Micrchlm

a L»53l Size a Computer Tace

o S'.und Book a Floppy Disk

a Auao Tape a Video Tape

a O-er (Specify)

8. RECORD SERIES SEQUENCE

G Numerical

0 Chronologxal

a Geoqraohicai

a Clher (Soeciivi

9. VOLUME

File Orawer(sl

• Microfilm Reel IS I

a Compuler race ;s:

O Clher (Specify)

Number

10. ANNUAL ACCUMULATION

Q File Orawer (SI

a Microfilm Res! (si

o Comculer Taoe(s)

a Other (Specify!

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Monih(s) a Ye2r(s)

Number

13. CURRENT LOCATION(S) (Bldg Floor Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. die law(s) S reguiation(s)

i: Yes 3 No

16. AUOIT REQUIREMENTS

a None a Siaie a Feoeral a Independent

17. IS All INDEX SYSTEM USED7 \it yes. excain crieily ana

i:-.v:ce any harc/«are/software)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARES

C53 J50-i 3«sed I/931



INSTRUCTIONS - TYPE Of! PRINT A SEPARATE FORM FOR EACH NEW
REVISEO RECORO SERIES FORWARO WITH RECOROS RETENTION
SCHEOUU {CGS 55O-!)

DEPAFITMENT OF G E N E R A L S E R V I C E S

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAO

PO 8OX 275 - JESSUP. MARYLANO 20794

AGENCY RECOROS iNVENJdRY

Page. Of

1. OEPARTMENT/AGENCY 2. DIVISION 3. UNIT

DEFINITION • Records Series - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

TO

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documenls/'orms (ouna in Ihe Series Include ihe purpose or function of Ihe Scries!

7. RECORO S£RrES FORMAT(S)

.Kier Size • Micichlm

o Ltjal Size _ ^ - o Compuler "ace

8ook a Floppy Disk

a Audo Tape a Video Tacs

a Cirvef (Specify)

8. RECORD SERIES SEQUENCE

G Numerical

o Chronological

n GeograohiC3i

a Clher (Speoivi .

9. VOLUME

File Orawer(s)

O .Microfilm Reel |si

a Compuler Tacs ;s:

o Clher (Specify)

Number

10. ANNUAL ACCUMULATION

a File Orawer (s)

a Microfilm Reel (s!

D Comculer Taoeis)

a Olhsr (Specily)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly 3 Monthly D Monih(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. Room)1 . RENT 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes • No

15. ACCESS RESTRICTIONS (If yes. cile law(s) S reguiaiion(s)

i: Yes a No

16. AUDIT REQUIREMENTS

o None a Slate O Feaeral Q Independent

17. IS All INDEX SYSTEM USED7 i,lf yes. exciain cneily ana

i:--.v:ee any hara^vare/soflware)

:: 'es c Mo

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

Or;s Sit' ^vsed 1/931



REVISEO DECORO SERIES FORWARD WITH RECORDS RETENTION
SCHEOuU (OGS 550-1)

RECOROS MANAGEMENT DIVISION

7275 WATES1.00 ROAO
PO BOX 275 - JE3SUP. MARYLANO 20794 Page .

1. OEPARTMEMT/AGENCY 2. DIVISION 3. UNIT

* DEFINITION • Record] Sodas - A group of rallied records normilly filed and u«ed as i unit for reference a i well i t retention and disposition purposesand dlsposTUo

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Srielly describe (he types of informalion/documents/formsjoynd ip the Series Indues She purpose,or functional ihe Series!

7. RECORD SEgieS^ORMAT(S|

,~ler Size a Miacnlm

C Ltgal Size a Ccmpuier Tacs

a Evjnd 8ook a Floppy Disk

a Audio Tape—~"~ a Video Tacs

«eTOrvir iSoecifyt—t^t

8. RECORD SERIES SECUENCE

Z Numerical

a Chronologxal

• Geoqraohic2i

• Other (Soecivi

9. VOLUME

A
File Orawer(s)

a Microfilm Reel isi

a Compuler Tacs is:

a Ciner (Spec;!-/)

Number

10. ANNUAL ACCUMULATION

a File Drawer (!)

a Microfilm Res! (si

a Computer Taoeis)

a Olhsr (Spec:fy)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg.. Floor. 14. IS RECORO SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

O Yes o No

15. ACCESS RESTRICTIONS (If yes. a le law(s) i reauiation(s)

i: Yes n No

16. AUDIT REQUIREMENTS

c None a Slate a Federal a Independent

17. IS All INOEX SYSTEM USED? ill yes. exc:ain oneily and

c-.v:ce any haroware/soflware)

18. RECOMMENDED RETENTION

19. NAME ANO TITLE OF PREPARER

C'53 iii-i 1/931



REVISEO RECORD SERIES fORWARQ WITH RECOROS RETENTION
SCHEOUlE IOCS 550-1)

RECOROS MANAGEMENT DIVISION
7275 WATERLOO ROAO

90 BOX 275 • JESSUP. MARYLAND 20794 Page . Of

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT.-

DEFINITION • Record] Series • A group of relited records normally filed and uiad >s J unit for reference is well aa retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe ihe lypes of informalion/documents/forms found in Ihe Series Include ihe purpose or function of the Series!

/

t S J

7. RECORO SERJ58'FORMAT{S1

.Kter Size a Micrcfilm

G Legal Size a Computer 'see

a E-.und Book a Floppy Disk

a Awio Tape o Video Taps

ir (Specify),

RECORD SERIES SECJJENCE

Sicnacelicai

S Numerical

a Chronologxal

• Geograohicsi

0 Clher (Soecii'vi .

9. VOLUME
He Orawet(s)

a .Microfilm Reel (si
• Compuler face ;s:
a Ciner (Spec:!y)

Number

10. ANNUAL ACCUMULATION
a File Orawer (si
a Microfilm Reel (s!
a Computer Tape(s)
a Other (Specfy)

Number

11. FILE IS USED

o Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly a Monthly a Month(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Bldg. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (H yes. specify agency or olfice)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) S (eguialion(s)

i: res a No

16. AUOIT REQUIREMENTS

a None a Stale a Feaeral O Independent

17. IS All INOEX SYSTEM USED7 (If yes. exc:ain cnsily and

i:-—.vee any harffivare/software)
18. RECOMMENDED RETENTION

• ' 'es

19. NAME ANO TITLE OF PREPARES 20. TELEPHONE NUMBER 21. DATE

1/93)



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOUU IDGS 550-1)

DEPARTMENT Of G E N E R A L SERVICES

RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROA0

PO BOX 275 • JESSUP MARYIANO 20/9*

AGENCY RECORDS INVENJdRY

Page . Of

1. DEPARTMENT/AGENCY 2. DIV1SIO 3. UNITUMII /

•^ DEFINITION • Records Series - A group of related records normally filed and used n i unit for reference as well i a retention and disposition purposes

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documems/forms found in Ihe Series Include the purpose or function of Ihe Scries!

7. RECORO S£RfES FORMAT(S)

.Kler Size a Microfilm

a Legal Size a Compuler "ace

a E'.und Book a Floppy Disk

a Audio Tape a Video Tape

a Ctrief (Specify)

8. RECORD SERIES-SEQUENCE

c Numerical

a Chronological

n Geograohicai

• Clher (Specifyi

9. VOLUME

hie Orawer(s)

a Uicrolilm Reel isi

a Compuler Tacs ;s:

D Clhet (Spec:!-/)

Numoer

10. ANNUAL ACCUMULATION

p File Drawer (S)

a Microfilm Res! (s!

a Compuler Taoe!s)

• Other (Specify)

Number

11. FILE IS USED

a Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Momh(s) a Year(s)

Number

13. CURRENT LOCATION(S) (Blda. Floor. Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

o Yes . a No

15. ACCESS RESTRICTIONS (If yes. cite law(s) 4 reguialion(s)

i: Yes • No

16. AUDIT REQUIREMENTS

a None a Slate D Federal o Independent

17. IS AM INDEX SYSTEM USED7 (If yes. sxpiain oneily and

o-.v:ee any haraware/soilware)

18. RECOMMENDED RETENTION

; : 'as C Mo

^ T

ryt'&&r^J

19. NAME ANO TITLE OF PREPARER 20. TELEPHONE NUMBER cc DATE

CfiS S50-« =vs«J t/931



INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISEO PECORD SERIES FORWARO WITH RECOROS RETENTION
SCHEDUU (OGS 550-1)

D E P A R T M E N T O F G E N E R A L S E R V I C E S
RECORDS MANAGEMENT OIVISION

7275 WATERLOO ROAO
PO BOX 275 • JE3SUP. MARYIANO 20794

AGENCY RECOROS INVE.NJO'RY

Page .

1. DEPARTMENT/AGENCY 2. DIVISION 3. UNIT

/ DEFINITION • Records Ssrlas • A group of related records normilly filed jnd uied 33 a unit for reference as well is retention and dlsposiUon purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

f

rc

6. RECORD SERIES DESCRIPTION ( Briefly describe Ihe lypes of informalion/documents/forms found in Ihe Series Include ihe oppose or funclion of the Scries)

7. RECORO SERIES FORMAT(S)

a LKter Size a Miaciilm

a Le^al Size o Computer Tace

o E'.'jnd Book a Floppy Disk

a Audio Tape o Video Tace

a Citvef (Specify)

RECORD SERIES SEQUENCE

a Alpnacelic3i

a Chronological

n Geograohical

a Other (Soeciivi .

9. VOLUME
a File Orawer(s)
a Microfilm Reel |s
a Conjputer Tace ;s

J2r-^U\& (Specif

Number

10. ANNUAL ACCUMULATION
Q File Orawer (si
n Microfilm Reel (si
a Comculer Taoe(s)
O Olher (Specify)

Number

11. FILE IS USED

c Daily

12. FILE BECOMES INACTIVE AFTER

a Weekly • Monthly a Month(s) O Yearfs)
Number

13. CURRENT LOCATION(S) (Bl_dg Floor Room 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

a Yes a No

15. ACCESS RESTRICTIONS (If yes. cile law(s) a reguiation(s)

1: Yes a No

16. AUDIT REQUIREMENTS

a None a Stale • Federal o Independent

17. IS ANINDEX SYSTEM USED7 ilf yes. exciain oneily and

o-.viee any harGwareVsoitware)
18. RECOMMENDED RETENTION

19. NAME AND TITLE OF PREPARER 20. TE

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.


